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Latest Update Information

The following change has been made to the Central Accounting Database Inquiry (CADI)

procedure:
Section Description of Change
CADI This procedure has been reviewed as part of the annual review

process and no changes are required.
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System Overview

The Central Accounting Database Inquiry (CADI) is an online database management system of
the United States Department of Agriculture (USDA). CADI provides users direct access to
budget cost reporting data processed through the Central Accounting System’s Budget Cost
System (BUDG).

BUDG is a financial reporting system that captures detailed accounting data from Administrative
Payments, Billings and Collections, and Budgetary Systems and updates the data into the BUDG
master files. Information received through BUDG is loaded into an integrated database and
updated weekly to reflect the most current financial data. Via remote terminals, users are able to
query CADI for specific data applicable to their organizations.

CADI provides an automated Funds Control feature which records projected Agency cost data
and National Finance Center (NFC) official data that has been processed by the Central
Accounting System (CAS).

Within Funds Control is the Salaries and Benefits feature. This feature provides reports based on
actual CAS payroll/personnel data. These reports are available to view employee status, earnings
by pay period, the payroll exceptions, and a list of employees currently on the Payroll/Personnel
System database. It also enables the Agency to execute current year projections and request a
status of funds reporting including projection data.

For questions about NFC processing, authorized Servicing Personnel Office representatives
should contact the NFC Contact Center at 1-855-NFC-4GOYV (1-855-632-4468) or via the
Internet using the Requester Console.

This section includes the following topics:

SYSTEIM ACCESS ... 4
SYSEEIM DESIGN ..ttt e et 4
SYSIEM EQIS ..ottt 4
FUNCHION KBYS ...ttt ettt e e e e e st e e naes 4
SiIgN-ON INSTIUCTIONS ....oiiiiiiiiiiies e e e e e e e s s e e e e e s e e earaaeeeae s 4
SIgNOFF INSIIUCTIONS ...eeeiiii e e e e e s e eraa e 7
Change YOUr PASSWOIA ..........uuuiiiiiiiiiiiiii ettt e e e e e e e 8
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System Access
To access CADI, you must: (1) have authorized security clearance and (2) use a computer that is

connected to the mainframe computer located at NFC. Agencies must request access to CADI
through their NFC Agency security officer (ASO).

System Design
CADI is designed with menu and key-field selections. The menu lists options with a field for

selecting the option. The system also uses program function (PF) keys for selecting certain
functions and screens.

System Edits
All entries in the system are subject to front-end system edits. If an error occurs or if required

data is omitted, an edit error message is displayed at the bottom of the screen. All errors must be
corrected before the database is updated.

Function Keys
The PF keys are used to access CADI options. How these keys are identified depends on the
equipment being used. Other function keys include Enter, Clear, and Tab. For detailed instructions

on your equipment usage, see the appropriate manufacturer's operating guide. The functions of
applicable PF keys are displayed at the bottom of each screen.

Sign-On Instructions

To access this system, you must:
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1. Sign on to the NFC Mainframe. The NFC Mainframe Warning screen is displayed.
DATE : Current Date Current Time HT
I ESESE SR EF R RSN RS E SRR R RE] H & KR N I H G EEFERTER TR AZRTRATRTTR TR RZIRTRR X
x
x
. ; "

* computers conpected to this network, and (4) all devices and

x storsoe padis attached to this petwork or to a on this

x npetuwork, This information system is provided for U. 5, Government

x autherized use enlu.

x

= Upauthorized or improper use of this system may cesult in

= disciplinary action, &5 Well as civil and criminal penalties.

x

= By wsing ithis information sustem. you understand and

= consent to the following:

X

= H A R NI NG

EXREEEEXEFEREREEN EEEEREENEEEENEENEERFENEEREINEREEIEEFENEEAENERENEIINENERAENESNERER
Plasge hit snter %o continue

Figure 1: NFC Mainframe Warning Screen

2. Press Enter to display the NFC banner screen.
EEEE N EEENE IR I AN EEN SRR EE NS NN EEENEGEEES NI NN EEE NN IEEE R RER
== Current Date SHX3IZ2TRI TIBH3IB22 PF1=HELP ==
== LL] L FFFFFFFF CCCCCCCC ==
== MMN HH FFFFFFFF CCCCcece =
== MHMMHN HHN FF CCC L L]
== HH MH HH FFFFFFFF CCC ==
a= MN MHHH FFFFFFFF CCc [ 1)
-m MH MNHH FF CCCCCCCC ==
== MM NN FF ECCCCCCCC ==
0o e e e Hational Finance ] o e =0
== Dffice of the Chief Financial Dfficer ==
== Eor Authorized Use Omly ==
m®= ENTER USER ID = PASSHORD = HEWH PASSHORD® N L]
== ['f' or HJ ==
== EHNTER APPLICATION HAHWE = OF PRESS EMTER FOR HENU ==
Figure 2: NFC Banner Screen

3. Complete the fields as described below.
Enter User ID
Password
New Password?
Enter Application Name

4. At the CL/SUPERSESSION Main Menu screen:

e Press F8 to scroll through the Session IDs until the appropriate Session ID appears.
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e Tab until the cursor is located on the line next to the Session ID.
e Press Enter.
OR
e Press F9 to bring the cursor to the Command Line at the bottom of the screen and
retrieve a specific Session ID.
e Types.
e Press the space bar once.
e Type the Session ID acronym.
e Press Enter. See screen below for an example. The applicable system is displayed.
Actions Options Commands Features Help
KLSVSEL1 CLASUPERSESSION Hain Henw Hore: +

Select sesslons Wwith the ENTER key or use & "/°

Sessjon I0D QDescription Tupe Status
_ IDH58S Hulti
_ PINGAS IDHSBS Hulti
— HBRBCOINOD IDH583 Hulti
_ ABCOD IDHS83 Hulti
_ $DBR2 IS0E $DB2 150F PFROC(SDEZ Hulti
_ $0RACLE T304 Hulti
— $O0RACLER I50A Hulti
_  $5PFA 1508 $5PFA 150 PROC(SSPF Hulti
_  $S5PFakW2 I50h $SPFAV2 TS50A PROC(SSPF Hulti
_  $5PFE T50E $5PFE 1508 PROC(SSPF Hulti
$S5PFBY2 IS0E $sSPFRY2 T1SO0B PROC(SSPF Hulti
$SPFC T50C $S5PFC I150C PROC(SSPF Hulti
1557830 Password Changed
Command === SYSE/TIANG447T

Enter FilsHelp F3sExit FSsRefresh F8sFud FO=Retrieve FilBs=fiction

to display an action code

Figure 3: CL/SUPERSESSION Main Menu Screen

KLSW5SEL1 CLSSUPERSESSION Halm MHenuw Hore: +

Select sessions Wwith the ENTERE key or use a "/"

Sessjon ID Description Tupe Status
IDHERS IDHERS Hulti
IDMSBS Hulti
ABRCOTHG IDHSBZ Hulti
ABCD IDHERZ Hulti
§0B2 IS0B $DE2 IS0E PROCISDE2 Hulti
SO0RACLE T304 Hulti
ENEACLERA TSOA Hulti
_  E5PFA IS0/ $S5PFA I150Aa PROCI%SPF Hultl
§EPFAYZ T30/ $5PFAVZ T30R PROCI$SPF Hulti
§5PFB T50B $SPFE TSDEF PROC(SSPF Multi
§5PFBEY2 TSOE $SPFEV2 TSOE PROC[$SPE Huwlti
_  §5PFC T50C $SPFC I50C PROC[$SPF Hulti
Command ===» 5 THGT SYSE/TIONGE447

Enter Fil=Help F3=sExit FS=Refresh FE=Fwd FY9=Retrieve Fi@8=Action

Actions QOptioens Commands Features Help

to display am actiom code.

Figure 4: CL/SUPERSESSION Main Menu Screen (Session ID Displayed)
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Signoff Instructions

Follow the signoff-screen prompts at the bottom of the screen to exit the system or to return to
the CL/SUPERSESSION Main Menu screen.

fictions fptions Commands Features Help

KELSWSEL1 CL/SUPERSESSION Hainm Henuw Hore: 4

S5elect sessions with the EMTER key or use a */"
to display am action code.

Session LD Descriptlion Type Status
IDHSAas IDKH585 Hulti Current
PIHQAS I0DHS5A5 Hulti hctive
ulti
ELSTERHI Exit Menu ulti
ulti

Type & selection number ar position the

I 1
| |
| |
| |
I cursor om a line amd press ENTER. | wlti
| wlti
| _ 1. Exit and terminate sessions [(¥] | wlti
| 2. Exit and do not terminete sessions (W) | wlti
| 1. Eesume (K] | wiri
| | wlti
| |
| Command =ss> |
| Enter Fl1=zHWalp Fl12=Cancal | SYSE/TIANE447
e L e 4 trieve Fl@=Action

Figure 5: CL/ISUPERSESSION Main Menu Screen

1. At the CL/SUPERSESSION Main Menu screen, press F3. The Exit Menu popup is
displayed.

2. Position the cursor in front of Exit and press Enter to exit and terminate the
CL/SUPERSESSION.

OR

Position the cursor in front of Resume and press Enter to exit the application without
terminating the CL/SUPERSESSION Main Menu screen.
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Change Your Password

To Change Your Password:

1. Type "Y" next to the New Password? prompt on the NFC banner screen.

== CURREMNT DATE SHXZZT03 TIANE447 PF1=HELP ==
MH HHN FFFFFFFF CCCCCCCC
HHN NH FFFFFFFF cccocceccce
HHMM  HNH FF CCC
HH HH HH FFFFFFFF [
KH  MHMHHN FFFFFFFF CEC
HH L L] FF CCCCCCCC
WH HH FF CCCCCCCCE

Hational Einan;t Equlr

Office of the Chief Fimancial Officer
United States Department of Agriculture

Eor fAuthorized Use Only
EHNTER USER ID = PASSHORD = MEW PASSHORD? ¥
[¥ or W]
EMTER APPLICATION NAWE = OR PRESS ENTER FOR MENU

Figure 6: NFC Banner Screen (with New Password? prompt set to Y)

2. Press the Enter key. The Change Password screen appears.

| ELGHPHDI Change Passuard
|
Type in your new password twice, and press ENTER.

Enter ned passHord .
Verify new password. ... ..

Command swm}
Enter Fi=Help F3=E=it FiZ=Cancel

Figure 7: Change Password Screen
3. Enter the new password.

4. Verify the new password. Once you have entered your new password and verified it, the
system will display another screen stating that the password was changed. See screen
below.




Publication Category: Research and Inquiry @l/
C ¥

Central Accounting Database Inquiry (CADI)

Note: Your password can only be changed once per day. Before your password expires, you will
be prompted to enter a new password.

15578301 Passuord Changed

Press ENTER to continue

Figure 8: Password Changed Verification Screen
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CADI Selection Menu

After you access CADI, the CADI Selection Menu screen is displayed.

KEKKEKK  KEKKAKK  RKKKK KA KKK KK CENTRAL ACCOUNTING DATABASE INQUIRY

* * ¥ X * *
* KEKKEKK X * * NATIONAL FINANCE CENTER
* * L 4 * * OFFICE OF THE CHIEF FINANCIAL OFFICER
XEEKKEK X ¥ OKEXKEX OKAKKKXK
SELECTION MENU
AGENCY SELECT REPORT~S¥STEM CODE

FUNDS CONTROL

1. INPUT DOCUMENTS 2. REPORTS
BUDGET cosT MASTER REPORTTING
6. AGENCY SPECIFIC REPORTS 7. AD HOC INQUIRY

FOR AUTHORIZED USE OHNLY

ENTER = SEND CLEAR = TERMINATE

Figure 9: CADI Selection Menu Screen

Each option provides a menu of more specific options. Below is a brief description.

Selection Menu Description/Instruction

Agency Type the Agency code.

Select Type the option number.

Report/System Code Leave blank.

Funds Control Description/Instruction

1. Input Documents Add, change, or delete line items for Projections and Salaries and
Benefits.

2. Reports Generate and view the reports available in Projection and Salaries and
Benefits.

Budget Cost Master Description/Instruction

Reporting

6. Agency Specific Generate Agency-specific reports depending on the Agency's

Reports requirements.

7. Ad Hoc Inquiry Display master accounting records as of the last end-of-month update
or as of the last weekly update.

11
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Projections

Note: Only Agencies using Salaries and Benefits and Projection will have access to this option.

Projections provides a menu of options which can be used to add, change, or delete known,
unknown, or anticipated payroll/personnel actions within Projections and Salaries and Benefits
for the unpaid pay periods. Updates related to the Social Security number (SSN) will be used to

revise the Projections Reports for the current fiscal year.

Once an effective date or end date is met, the information will not be included in the Projections
Report since the payroll/personnel action should have been processed through CAS.

To Select This Option:

1. Type the Agency code at the Agency prompt and 1 at the Select prompt from the

CADI Selection Menu screen.

2. Press Enter. The Input Document Menu screen is displayed.

INPUT DOCUMENT MENU

DOCUMENT DOCUMENT
CODE TITLE

PRO PROJECTIONS

1.
2.5 SALARIES AND BENEFITS

ENTER DOCUMENT CODE 1

CLEAR=EXIT ENTER=SEND PF1=MAIN MENU

PF3=REFRESH

Figure 10: Input Document Menu Screen

3. From the Input Document Menu screen type 1 at the Enter Document Code prompt.

13
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4. Press Enter. The Projections - Document Menu screen is displayed.

FUNDS CONTROL SYSTEM - PROJECTIONS
PROJECTIONS - DOCUMENT MENU
DOCUMENT DOCUMENT
CODE TITLE
1. ADD ADDS 15.IRD IRREGULAR TOUR OF DUTY
2. AHR AHARDS
3. PRO PROMOTIONS
4. SEP SEPARATIONS
5. OVR OVERTIME
6. POS POSITION TITLE
7. WOP LEAVE WITHOUT PAY
8. HGI HGI
9. SET SETTLEMENTS
10.A0C ADJUSTHENTS FOR OBJECT CLASSES
11.A5P ADJUSTHENTS FOR SPECIAL PROJECTS
12.B0B BODIES ON EOARD
13.5YA STAFF YEARS ALLOCATION
14 .ASA ALLOCATE SPLIT ACCOUNTING
ENTER DOCUMENT CODE: ENTER ORG:
ENTER MEW REQUEST INFORMATION - HIT THE PF2 KEY BEFORE CHANGING REPORT CODES
CLEAR=EXIT ENTER=SEND PF1=MHAIN HMENU PF2=PRIOR HMENU PF3=REFRESH

Figure 11: Projections - Document Menu Screen

Below is a brief description of each option. Detailed instructions are provided in the following
pages under the heading for each option:

Document Code and Title | Description/Instruction

1. ADD - Adds Establishes employees in Projections and Salaries and Benefits that are not
on the Payroll/Personnel System database.

2. AWR - Awards Allows entry of awards information for employees established on the
Payroll/Personnel System database.

3. PRO - Promotions Allows entry of promotion information for employees established on the
Payroll/Personnel System database.

4. SEP - Separations Allows entry of separation information for employees established on the
Payroll/Personnel System database.

5. OVR - Overtime Allows entry of overtime information for employees established on the
Payroll/Personnel System database.

6. POS - Position Title Allows changes to position title information for employees established on the
Payroll/Personnel System database. (Only informational, reports are not
affected.)

7. WOP - Leave Without | Allows entry of leave without pay information for employees established on the

Pay Payroll/Personnel System database. (Only informational, reports are not
affected.)

8. WGI - Within Grade Overrides the scheduled within-grade increase (WGI) for employees

Increase established on the Payroll/Personnel System database.

14
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Document Code and Title

Description/Instruction

9. SET - Settlements

Allows entry of settlement information for employees established on the
Payroll/Personnel System database.

Note: Lump sum information is not included in the Projections Report.

10. AOC - Adjustments
for Object Classes

Allows entry of Managers Projections data for travel, training, or all other
object classes (excluding salary and benefit object classes).

Note: This information is not used in the Projections Report, but is
used in the Managers Projections Reports.

11. ASP - Adjustments
for Special Projects

Allows entry of projection data for special projects.

Note: This information is not used in the Projections Report, but is
used in the Managers Projections Reports.

12. BOB - Bodies on
Board

Allows changes to the number of employees assigned to an organization. (For
informational purposes only, reports are not affected.)

13. SYA - Staff Years
Allocation

Allows entry of staff year allocation.

Note: This is not reflected in the Projections Reports. (For
informational purposes only.)

14. ASA - Allocate Split
Accounting

Designates up to 10 accounting lines with the correlating percent distribution.
This information is used in the Projections Report.

15. IRD - Irregular Tour of
Duty

This option is not available.

Enter Document Code:

Enter the document code number or name and press Enter.

Enter ORG:

Enter the organization code and press Enter.

15
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This section includes the following topics:

AV [0 £ TS TOURPUPPRRPN 16
Y\ Lo £ PP P TP PP OTPPPTPPPP 19
PrOMOTIONS ...ttt ettt 21
SY=] o = U= a [ o 1= O PRSP 23
(O] o {1 TS PR PPPRP 24
POSIEION TIIE ..o 26
Leave WItNOUL PAY ........cooiiiiiiiiiee et 28
WV G s 29
SELHIEMENTS ...ttt 31
Adjustments fOor ObJeCt CIasSES.......ccciiiiiiiiiiic e 33
Adjustments for Special PrOjECES.......ccooo i 34
BOIES ON BOAI ..ottt 36
Staff Years AlIOCALION. ........ccviiiiiiii e 37
Allocate SPIit ACCOUNTING ...ooiviiieiiiiiee ettt e e 39

Adds

Adds is Option 1 on the Projections - Document Menu screen. This option is used to add
employees that are currently not on the Payroll/Personnel System database. After the Projection
Report is executed, this information is used to update the status of funds. After data is added, the
information can be inquired by name or SSN.

Note: Individuals currently on the Payroll/Personnel System database cannot be inquired on this screen.

To Select This Option:

1. Type 1 or ADD at the Enter Document Code prompt.

2. Enter the applicable number at the Enter Org prompt on the Projections - Document
Menu screen.

16
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3. Press Enter. The Adds screen is displayed.

ADDS STATUS:
ACCTG CODE:
LAST FIRST MI SOCIAL SECURITY NUMBER
(SELECT ONE ACTIVITY CODE: X) KNOMWM: _ UMKNOMHN: _  ANTICIPATED: _
PAY PLAN: __ SERIES: GRADE-STEP: 00 _ EFFECTIVE DATE: MMDDYY
BASE CONTRACT SALARY: EMPLOYMENT CEILING: (Y OR N}
POSITION TITLE:
PAY DIFFERENTIAL: _ (Y OR N) HOURS PER PAY PERIOD:
TYPE OF EMPLOYMENT: (SELECT ONE: X) FULL TIME _ PART TIME _ INTERMITTENT _
RETIREMENT COVERAGE CODE: (SELECT OME: X) FERS _ C€SR _ TEHMP _ STUDENT AID _
COMPRESSED WORK SCHEDULE: _  (¥/N)
S M T W TH F S S M T W TH F S
T0 INQUIRY - PLEASE ENTER FULL NAHE AND ACTI¥TY CODE, OR SSN AND ACTIVITY CO
ENTER=INQUIRY PF1=MAIN MENU PF3=REFRESH PF&=CHANGE
CLEAR=EXIT PF2=PRIOR MENU PFS=DELETE PF9=ADD

Figure 12: Adds Screen

4. Complete the fields as follows:

Field Description/Instruction
Status: Generated by system.
Acctg Code: Type the accounting code. The first three positions are used for the

appropriation. The positions identified as the organization code are
system generated.

Last Type the employee’s last name. If a partial name is entered during
inquiry, a select screen will be provided. Otherwise, the next record will
be displayed. If a name is unknown, enter the position description.

First Type the employee’s first name.

Ml Type the employee’s middle initial.

Social Security Number | Type the employee’s SSN, without spaces or dashes. Unique
numbering is to be used for each entry and it cannot be reused.

Select One Activity Type X to indicate Known, Unknown, or Anticipated.
Code:

Pay Plan: Type the pay plan; e.g., GS, GM, ES, EX.

Series: Type the job series.

Grade/Step: Type the grade/step.

17
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Field

Description/Instruction

Effective Date

Type the effective date (mm/dd/yy); usually the beginning of a pay
period.

Base Contract Salary:

Type the total base contract salary and the locality amount.

Employment Ceiling :

Defaults to ¥ (yes) indicating the employee will be included in ceiling.
Type N (no) if the employee is under a hiring program such as summer
aide, worker trainee, or stay in school.

Position Title:

Type the position title.

Pay Differential:

Defaults to N (No) indicating that no pay differential is authorized. Type
Y (yes) if pay differential is authorized.

Note: Pay differential default is 8 percent.

Hours Per Pay Period:

Type the hours to be worked per pay period.

Type of Employment:

Type X to indicate full time, part time, or intermittent.

Retirement Coverage
Code:

Type X to indicate FERS, CSRS, TEMP, or Student Aid.

Compressed Work
Schedule:

Defaults to N (No). Type Y (yes) if it is a compressed work schedule
and enter the daily hours to be worked.

After completing all fields, the following options are available:

Step

Description

Add the record

Press PF9 to add the record.

Query the record

Type the SSN, select the activity code, then press Enter.

18
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Step Description
Add the record Press PF9 to add the record.
Change the record Query the record and press Tab to the field to be changed. Type the

correct information and repeat until all fields are changed. Press PF6.

Note: The name and the SSN cannot be changed.

Delete the record Query the record and press PF5.

Awards

Awards is Option 2 on the Projections - Document Menu screen. This option is used to add
awards not yet processed by CAS.

Note: This screen is for employees on the Payroll/Personnel System database.

To Select This Option:
1. Type 2 or AWR at the Enter Document Code prompt.

2. Enter the applicable number at the Enter Org prompt on the Projections - Document
Menu screen.

19
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3. Press Enter. The Awards screen is displayed.

ACCTG CODE:

AHARDS

SSH:

LAST

AMOUNT OF AMWARD:

CLEAR=EXIT

ENTER=INQUIRY PF1=MAIN MENU PF3=REFRESH PF&=CHANGE.”REOPEN

FIRST MI
OBJECT CLASS:

EFFECTIVE DATE: HHMDDYY

PF2=PRIOR MENU PFS=DELETE PF9=ADD

Figure 13: Awards Screen

4. Complete the fields as follows:

Field Instruction

Acctg Code: Type the accounting code. The first three positions are used for the
appropriation. The positions identified as the organization code are
system generated.

Last Type the employee’s last name.

First Type the employee’s first name.

Ml Type the employee’s middle initial.

SSN: Type the employee’s SSN without spaces or dashes.

Amount of Award: Type the gross amount of the award.

Object Class: Type the object class code.

Effective Date: Type the effective date (mm/dd/yy).

After completing all field

Step

s, the following options are available:

Description

Add the record

Press PF9 to add the record.

20
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Step Description
Query the record Type the name or SSN. Press Enter.
Change the record Query the record and press Tab to the field to be changed. Type the
correct information and repeat until all fields are changed. Press PF6.
Delete the record Query the record and press PF5.
Promotions

Promotions is Option 3 on the Projections - Document Menu screen. This option is used to enter
promotion information for employees established on the Payroll/Personnel System database.
Temporary promotions and Quality Step Increases can also be entered on this screen.

To Select This Option:
1. Type 3 or PRO at the Enter Document Code prompt.

2. Enter the applicable number at the Enter Org prompt on the Projections - Document
Menu screen.

3. Press Enter. The Promotions screen is displayed.

PROMOTIONS

ACCTG CODE:

LAST FIRST HI SSH:

EFFECTIVE DATE: 000000 EFFECTIVE END DATE: 910000 PAY PLAN:
MMDDYY MMDDYY SERIES:
GRADE/STEP: _

POSITION TITLE:

BASE CONTRACT SALARY:

ENTER MAME DR SSHO: THEN HIT ENTER KE
ENTER=INQUIRY PF1=HAIN HMENU PF3=REFRESH PF&6=CHANGE./REOPEN
CLEAR=EXIT PF2=PRIOR HMENU PFS=DELETE PF9=ADD

Figure 14: Promotions Screen

4. Complete the fields as follows:
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Field Description/Instruction

Acctg Code: Type the accounting code. The first three positions are used for the
appropriation. The positions identified as the organization code are
system generated.

Last Type the employee’s last name. The system generates the last name
after the SSN is entered.

First Type the employee’s first name. The system generates the first name
after the SSN is entered.

Mi Type the employee’s middle initial, if applicable. The system generates
the middle initial after the SSN is entered.

SSN: Type the employee’s SSN without spaces or dashes. Press Enter. The

system will populate the Name, Pay Plan, Series, Grade/Step, and
Base Contract Salary fields from the Payroll Personnel System
database.

Effective Date:

Type the effective start date (mm/dd/yy).

Effective End Date:

Type the effective end date (mm/dd/yy).

Pay Plan: Generated by system.
Series: Generated by system.
Grade/Step: Generated by system.

Position Title:

Type the official position title.

Base Contract Salary:

Generated by system based on the SSN entered. If appropriate, you
may change the basic contract salary by entering the new salary
amount. Enter the new salary amount in whole dollars without the zeros
and without commas. Example: Type 59565 for 59,565.00.

After completing all fields, the following options are available:

Step Description

Add the record Press PF9 to add the record.

Query the record Type the name or SSN. Press Enter.

Change the record Query the record and press Tab to the field to be changed. Type the

correct information and repeat until all fields are changed. Press PF6.
The message Record Has Been Changed - PF3 For Next Request is
displayed at the bottom of the screen.

Delete the record Query the record and press PF5.
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Separations
Separations is Option 4 on the Projections - Document Menu screen. This option is used to enter
projected separation information for employees established on the Payroll/Personnel System
database.
To Select This Option:

1. Type 4 or SEP at the Enter Document Code prompt.

2. Enter the applicable number at the Enter Org prompt on the Projections - Document
Menu screen.

3. Press Enter. The Separations screen is displayed.

SEPARATIONS
ACCTG CODE: STATUS:
(SELECT ONE "X") RESIGNATION: _ RETIREHMENT: _ TRANSFER: _
_ 000000000
LAST FIRST HI SSH

EFFECTIVE DATE: HMHMDDYY

HOURLY ESTIMATED ESTIMATED
HOURS RATE FRINGE BEMEFITS AMOUNT
AMOUNT
ANN LV BAL. .00 X .00 = .00
COHMP LV BAL. .00 X .00 = .00
TOTAL :
ENTER ALL REQUIRED FIELDS - TAE KEY¥S CAN BE USED FOR CURSOR MOVEMENT
ENTER=INQUIRY PF1=MAIN MENU PF3=REFRESH PF&=CHANGE
CLEAR=EXIT PF2=PRIOR HMENU PFS=DELETE PF9=ADD

Figure 15: Separations Screen

4. Complete the fields as follows:

Field Description/Instruction

Acctg Code: Type the accounting code. The first three positions are used for the
appropriation. The positions identified as the organization code are
system generated.

Status: Generated by system.

Select One "X" Type X nextto Resignation:, Retirement:, or Transfer:.

23



Publication Category: Research and Inquiry
Central Accounting Database Inquiry (CADI)

Field Description/Instruction

Last Generated by system when the SSN is entered.

First Generated by system when the SSN is entered.

Mi Generated by system when the SSN is entered.

SSN Type the employee’s SSN without spaces or dashes. Press Enter. The

system will populate the Name and the Ann Lv Bal fields from the
Payroll Personnel System database.

Effective Date: Type the separation date (mm/dd/yy).
Hours Generated by system.
Hourly Rate Generated by system.
Estimated Fringe Generated by system.

Benefits Amount

Estimated Amount Generated by system when the record is added.

Ann Lv Bal. Generated by system.

Comp Lv Bal. Generated by system.

Total: Generated by system based on the sum total of the Ann Lv Bal., Comp

Lv Bal., and Estimated Fringe Benefits Amount.

After completing all fields, the following options are available:

Step Description
Add the record Press PF9 to add the record.
Query the record Type the name or SSN. Press Enter.
Change the record Query the record and press Tab to the field to be changed. Type the
correct information and repeat until all fields are changed. Press PF6.
Delete the record Query the record and press PF5.
Overtime

Overtime is Option 5 on the Projections - Document Menu screen. This option is used to enter
projected overtime for employees established on the Payroll/Personnel System database.
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To Select This Option:

1. Type 5 or OVR at the Enter Document Code prompt.

2. Enter the applicable number at the Enter Org prompt on the Projections - Document
Menu screen.

3. Press Enter. The Overtime screen is displayed.

OVERTIHE PAGE: 0001
PAY PERIOD
ACCTG CODE:
SELECT
EMPLOYEE HNAME 0BJY OVERTIME (x)
SSH LAST FIRST MI CLASS HOURS

ENTER=INQUIRY PF1=MAIN MENU PF3=REFRESH PF&=CHANGE PF4=HELP
CLEAR=EXIT PF2=PRIOR HMENU PFS=DELETE PF8=PG FHD PF9=ADD

Figure 16: Overtime Screen

4. Complete the fields as follows:

Field Description/Instruction

Pay Period Type the appropriate pay period.

Acctg Code: Type the accounting code. The first three positions are used for the
appropriation. The positions identified as the organization code are
system generated.

SSN Type the employee’s SSN without dashes or spaces.

Employee Name Provides the employee's name.

Last Type the employee’s last name.

First Type the employee’s first name.

Mi Type the employee’s middle initial.

Obj Class Type the object class code.

Overtime Hours Type the overtime hours.
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Field Description/Instruction

Select (X) Type X next to the line item to be modified, then make the corrections.
This field is used when modifying an existing overtime record.

Note: A maximum of 12 employees can be entered on this screen. The Employee Name and SSN fields
cannot be changed after information is entered.

After completing all fields, the following options are available:

Step Description
Add the record Press PF9 to add the record.
Query the record Type the pay period and SSN information or pay period and name.

Press Enter.

Change the record Query the record and press Tab to the field to be changed. Type the
correct information and repeat until all fields are changed. Press PF6.

Delete the record Query the record and press PF5.

Position Title
Position Title is Option 6 on the Projections - Document Menu screen. This option is used to
change an employee’s position title. This does not impact the Salaries and Benefits and
Projection Modules.
To Select This Option:

1. Type 6 or POS at the Enter Document Code prompt.

2. Enter the applicable number at the Enter Org prompt on the Projections - Document
Menu screen.
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3. Press Enter. The New Position Title screen is displayed.

HEW POSITION TITLE

ACCTG CODE:

LAST FIRST MI

S5SH:
MEW POSITION TITLE:
EFFECTIVE DATE: HHMDDYY

ENTER=INQUIRY PF1=MAIN MENU PF3=REFRESH PF6=CHANGE
CLEAR=EXIT PF2=PRIOR HMENU PFS=DELETE PF9=ADD

Figure 17: New Position Title Screen

4. Complete the fields as follows:

Field Instruction

Acctg Code: Type the accounting code. The first three positions are used for the
appropriation. The positions identified as the organization code are
system generated.

Last Type the employee’s last name.

First Type the employee’s first name.

Mi Type the employee’s middle initial.

SSN: Type the employee’s SSN without spaces or dashes.

New Position Title: Type the employee’s new position title.

Effective Date: Type the date (mm/dd/yy) the employee will start the new position

(usually the beginning of a pay period).

After completing all fields, the following options are available:

Step Description
Add the record Press PF9 to add the record.
Query the record Type the name or SSN. Press Enter.
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Step Description
Add the record Press PF9 to add the record.
Change the record Query the record and press Tab to the field to be changed. Type the

correct information and repeat until all fields are changed. Press PF6.

Delete the record Query the record and press PF5.

Leave Without Pay
Leave Without Pay is Option 7 on the Projections - Document Menu screen. This option is used
to enter projected leave without pay status for employees established on the Payroll/Personnel
System database.
To Select This Option:

1. Type 7 or WOP at the Enter Document Code prompt.

2. Enter the applicable number at the Enter Org prompt on the Projections - Document
Menu screen.

3. Press Enter. The Leave Without Pay screen is displayed.

LEAVE WITHOUT PAY

ACCTG:
_ SSH
LAST FIRST MI
EFFECTIVE DATE: HHMDDYY EFFECTIVE END DATE: HHDDYY
GRADE-STEP: PAY PLAN: __

BASE CONTRACT SALARY:

PLEASE ENTER EMPLOYEE FULL NAME OR SSHO;: THEHW HIT ENTER KEY
ENTER=INQUIRY PF1=MAIN MENU PF3=REFRESH PF&=CHANGEREOPEN
CLEAR=EXIT PF2=PRIOR HENU PFS=DELETE PF9=ADD

Figure 18: Leave Without Pay Screen

4. Complete the fields as follows:
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Field Description/Instruction

Acctg: Type the accounting code. The first three positions are used for the
appropriation. The positions identified as the organization code are
system generated.

Last Type the employee’s last name.

First Type the employee’s first name.

Ml Type the employee’s middle initial.

SSN: Type the employee’s SSN without spaces or dashes.

Effective Date:

Type the date (mm/dd/yy) the leave will start.

Effective End Date:

Type the date (mm/dd/yy) the leave will end.

Grade/Step :

Generated by system.

Pay Plan:

Generated by system.

Base Contract Salary:

Generated by system.

After completing all fields, the following options are available:

Step

Description

Add the record

Press PF9 to add the record.

Query the record

Type the name or SSN. Press Enter.

Change the record

Query the record and press Tab to the field to be changed. Type the
correct information and repeat until all fields are changed. Press PF6.

Delete the record

Query the record and press PF5.

WGI

WGI is Option 8 on the Projections - Document Menu screen. This option is used to delay WGIs

which are automatically projected for employees established on the Payroll/Personnel System
database.

To Select This Option:

1.

Type 8 or WGI at the Enter Document Code prompt.
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2. Enter the applicable number at the Enter Org prompt on the Projections - Document
Menu screen.

3. Press Enter. The WGI screen is displayed.

HGI
ACCTG:
_ SSN:
LAST FIRST MI
EFFECTIVE DATE: HHMDDYY
GRADE/STEP : PAY PLAM: __

BASE CONTRACT SALARY:

PLEASE ENTERE EMPLOYEE FULL HAME OR S55SHO: THEN HIT ENTER KEY

ENMTER=INQUIRY PF1=MAIN MENU PF3=REFRESH PF&6=CHANGE.”REOPEHN
CLEAR=EXIT PF2=PRIOR MENU PFS=DELETE PF9=ADD

Figure 19: WGI Screen

4. Complete the fields as follows:

Field Description/Instruction

Acctg: Type the accounting code. The first three positions are used for the
appropriation. The positions identified as the organization code are
system generated.

Last Type the employee’s last name.

First Type the employee’s first name.

Ml Type the employee’s middle initial.

SSN: Type the employee’s SSN without spaces or dashes.

Effective Date: Type the date (mm/dd/yy) the increase will become effective. Do

not enter a prior date.

Grade/Step: Type the grade and step.
Pay Plan: Type the pay plan; e.g., GS, GM, WG.
Base Contract Salary: Generated by system.
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After completing all fields, the following options are available:

Step Description

Add the record Press PF9 to add the record.

Query the record Type the name or SSN. Press Enter.

Change the record Query the record and press Tab to the field to be changed. Type the
correct information and repeat until all fields are changed. Press PF6.

Delete the record Query the record and press PF5.

Settlements

Settlements is Option 9 on the Projections - Document Menu screen. This option is used to enter
cash settlements for employees established on the Payroll/Personnel System database.

To Select This Option:
1. Type 9 or SET at the Enter Document Code prompt.

2. Enter the applicable number at the Enter Org prompt on the Projections - Document
Menu screen.
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3. Press Enter. The Settlements screen is displayed.

SETTLEMENTS
ACCTG CODE:
_ SSN:
LAST FIRST MI
AMOUNT OF AMWARD: OBJECT CLRSS:

EFFECTIVE DATE: HMHMDDYY

ENTER=INQUIRY PF1=MAIN MENU PF3=REFRESH PF&=CHANGE./REOPEHN
CLEAR=EXIT PF2=PRIOR MENU PFS=DELETE PF9=ADD

Figure 20: Settlements Screen

4. Complete the fields as follows:

Field Instruction

Acctg Code: Type the accounting code. The first three positions are used for the
appropriation. The positions identified as the organization code are
system generated.

Last Type the employee’s last name.

First Type the employee’s first name.

Mi Type the employee’s middle initial.

SSN: Type the employee’s SSN without spaces or dashes.

Amount of Award: Type the settlement amount.

Object Class: Type the object class code.

Effective Date: Type the effective date (mm/dd/yy).

After completing all fields, the following options are available:

Step Description

Add the record Press PF9 to add the record.
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Step Description

Add the record Press PF9 to add the record.

Query the record Type the name or SSN. Press Enter.

Change the record Query the record and press Tab to the field to be changed. Type the

correct information and repeat until all fields are changed. Press PF6.
Delete the record Query the record and press PF5.

Adjustments for Object Classes
Adjustments for Object Classes is Option 10 on the Projections - Document Menu screen. This
option is used to enter dollar amounts for travel, training, or all other object classes to be
included in the Managers Projection Status of Funds Reports.
To Select This Option:

1. Type O or AOC at the Enter Document Code prompt.

2. Enter the applicable number at the Enter Org prompt on the Projections - Document
Menu screen.

3. Press Enter. The Adjustments for Object Classes screen is displayed.

ADJUSTHMENTS FOR OBJECT CLASSES

ACCTG:

ADJUSTHMENT NUMBER:

DESCRIPTION:

EFFECTIVE DATE: MMDDY¥Y
OBJECT CLASS:

AMOUNT :

ENTER REQUIRED FIELDS

ENTER=INQUIRY PF1=MAIN MENU PF2=REFRESH PF&=CHANGE.“REOPEN
CLEAR=EXIT PF2=PRIOR HMENU PFS=DELETE PF9=ADD

Figure 21: Adjustments for Object Classes Screen
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4. Complete the fields as follows:

Field Instruction

Acctg: Type the accounting code. The first three positions are used for the
appropriation. The positions identified as the organization code are
system generated.

Adjustment Number: Type the adjustment number.

Description: Type the description of the adjustment (e.g., travel, training).
Effective Date: Type the effective date (mm/dd/yy).

Object Class: Type the object class code.

Amount: Type the amount.

After completing all fields, the following options are available:

Step Description

Add the record Press PF9 to add the record.

Query the record Type the adjustment number. Press Enter.

Change the record Query the record and press Tab to the field to be changed. Type the
correct information and repeat until all fields are changed. Press PF6.

Delete the record Query the record and press PF5.

Adjustments for Special Projects
Adjustments for Special Projects is Option 11 on the Projections - Document Menu screen. This
option is used to enter special project information by object class to be included in the Managers
Projection Status of Funds Reports.
To Select This Option:

1. Type 11 or ASP at the Enter Document Code prompt.

2. Enter the applicable number at the Enter Org prompt on the Projections - Document
Menu screen.
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3. Press Enter. The Adjustments for Special Projects screen is displayed.

ADJUSTHENTS FOR SPECIAL PROJECTS

ACCTG :

ADJUSTHENT NUMBER:

DESCRIPTION:

EFFECTIVE DATE: HMMDDYY

OBJECT CLASS:

AMOUNT :

ENTER REQUIRED FIELDS
ENTER=INQUIRY PF1=MAIN MENU PF3=REFRESH PF&=CHANGE./REOPEN
CLEAR=EXIT PF2=PRIOR HMENU PFS=DELETE PF9=ADD

Figure 22: Adjustments for Special Projects Screen

4. Complete the fields as follows:

Field Instruction

Acctg: Type the accounting code. The first three positions are used for the
appropriation. The positions identified as the organization code are
system generated.

Adjustment Number: Type the adjustment number.
Description: Type the specific name of the project.
Effective Date: Type the effective date (mm/dd/yy).
Object Class: Type the applicable object class code.
Amount: Type the amount.

After completing all fields, the following options are available:

Step Description

Add the record Press PF9 to add the record.

Query the record Type the adjustment number. Press Enter.

Change the record Query the record and press Tab to the field to be changed. Type the
correct information and repeat until all fields are changed. Press PF6.
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Step Description

Delete the record Query the record and press PF5.

Bodies on Board

Bodies on Board is Option 12 on the Projections - Document Menu screen. This option is used as
a source of information only. The Projection report includes the actual employee count and staff

years.

To Select This Option:

1. Type 12 or BOB at the Enter Document Code prompt.

2. Enter the applicable number at the Enter Org prompt on the Projections - Document

Menu screen.

3. Press Enter. The Bodies on Board screen is displayed.

BODIES ON BOARD

ACCTG:

NUHMBER OF EMPLOYEES:

CLEAR=EXIT PF2=PRIOR MENU PFS=DELETE

ENTER=INQUIRY PF1=MAIN MENU PF3=REFRESH

PF&=CHANGE
PF9=ADD

Figure 23: Bodies on Board Screen

4. Complete the fields as follows:

Field Instruction
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Field Instruction

Acctg: Type the accounting code. The first three positions are used for the

appropriation. The positions identified as the organization code are
system generated.

Number of Employees: Type the number of employees.

After completing all fields, the following options are available:

Step Description

Add the record Press PF9 to add the record.

Query the record Type the accounting code. Press Enter.

Change the record Query the record and press Tab to the field to be changed. Type the
correct information and repeat until all fields are changed. Press PF6.

Delete the record Query the record and press PF5.

Staff Years Allocation

Staff Years Allocation is Option 13 on the Projections - Document Menu screen. This option is
used as a source of information only. The Projection report includes the actual time worked to
make up the 2,087-hour staff year.
To Select This Option:

1. Type 13 or SYA at the Enter Document Code prompt.

2. Enter the applicable number at the Enter Org prompt on the Projections - Document
Menu screen.
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3. Press Enter. The Staff Years Allocation screen is displayed.

STAFF YEARS ALLOCATION

ACCTG CODE:

STAFF YEARS:

ENTER=INQUIRY PF1=HAIN MENU PF3=REFRESH PF&=CHANGE
CLEAR=EXIT PF2=FPRIOR MENU PFS=DELETE PF9=ADD

Figure 24: Staff Years Allocation Screen

4. Complete the fields as follows:

Field Instruction

Acctg Code: Type the accounting code. The first three positions are used for the
appropriation. The positions identified as the organization code are
system generated.

Staff Years: Type the number of staff years.

After completing all fields, the following options are available:

Step Description

Add the record Press PF9 to add the record.

Query the record Type the accounting code. Press Enter.

Change the record Query the record and press Tab to the field to be changed. Type the
correct information and repeat until all fields are changed. Press PF6.

Delete the record Query the record and press PF5.
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Allocate Split Accounting

Allocate Split Accounting is Option 14 on the Projections - Document Menu screen. This option
is used to designate up to 10 accounting lines with the correlating percent distribution.

To Select This Option:
1. Type 14 or ASA at the Enter Document Code prompt.

2. Enter the applicable number at the Enter Org prompt on the Projection - Document
Menu screen.

3. Press Enter. The Allocate Split Accounting screen is displayed.

ALLOCATE SPLIT ACCOUNTING

SSN:
SELECT ACCOUNTING DISTRIBUTION PCT.

PLEASE ENTER 55H0 -- HMUST INQUIRE PRIOR TO AMY MODIFICATIONS.

ENTER=INQUIRY PF1=MAIN HMENU PF3=REFRESH PF&=CHANGE
CLEAR=EXIT PEF2=PRIOR MENL PES=DELETE PF9=abDD

Figure 25: Allocate Split Accounting Screen

4. Complete the fields as follows:

Field Instruction

SSN: Type the employee’s SSN.

The employee's name (as maintained in the Payroll/Personnel System
database) is system generated.

If there is stored accounting for the SSN, the accounting classification
line(s) and correlating percent distribution is displayed. If there is no
accounting, a blank screen is displayed.

Select Type X to select an existing accounting line to be modified or to add an
accounting line.

Accounting Type the modified accounting data or the new accounting data to add
an accounting line. A maximum of 10 accounting lines may be entered.
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Field

Instruction

Distribution Pct.

Type the percent distribution applicable to the modified or added
accounting line(s) to be added.

5. Press Enter.

Note: The system only recognizes whole numbers.

The total is system generated with the sum of the distribution percent for all accounting lines.

Note: If an existing accounting line is being changed, you must first complete this action by pressing PF6.
After this action is taken, only then can the additional accounting line(s) be added by pressing PF9.
Because different PF key functions are used for the Change and Add actions, they must be completed

separately.

After completing all fields, the following options are available:

Step

Description

Change an existing
accounting line

Place the cursor at the Select field next to the accounting line to be
changed and type X. In the Accounting field, type the new accounting

classification code. Press Tab to the Distribution Pct. field and type the
correlating percent. Press PF6.

The message Changed is displayed to the right of the screen next to
the Distribution Pct. field.

If the Distribution Pct. field does not equal 100 percent, the message
Distribution Percentage Not 100% is displayed at the bottom of the
screen.
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Step Description
Change an existing Place the cursor at the Select field next to the accounting line to be
accounting line changed and type X. In the Accounting field, type the new accounting

classification code. Press Tab to the Distribution Pct. field and type the
correlating percent. Press PF6.

The message Changed is displayed to the right of the screen next to
the Distribution Pct. field.

If the Distribution Pct. field does not equal 100 percent, the message
Distribution Percentage Not 100% is displayed at the bottom of the

screen.
Add an additional Place the cursor at the Select field next to the accounting line to be
accounting line added and type X. In the Accounting field, type the accounting

classification code. Press Tab to the Distribution Pct. field and type the
correlating percent. Press PF9.

The message Added is displayed to the right of the screen next to the
Distribution Pct. field. If the Distribution Pct. field does not equal 100
percent, the messageDistribution Percentage Not 100% is displayed
at the bottom of the screen.

Note: The Distribution Pct. field cannot exceed 100 percent and
the system will not allow you to update the database with
changed or added accounting line(s). If this occurs, the
messages Total Cannot Exceed 100% and A Change or Deletion
Must Proceed This Addition are displayed at the bottom of the
screen. You must first correct the appropriate accounting line(s)
distribution percent to either equal or total less than 100 percent
to update the database with the change or addition.

Note: Whenever the message is displayed indicating that the
percent distribution exceeds 100 percent, you must first press
PF3 and query the record again before correcting.

Change/Add another split | Press PF3 to display a blank screen.
accounting record

Delete the record Query the record and press PF5.
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Salaries and Benefits

Note: Only Agencies using Projections and Salaries and Benefits will have access to this option.

Salaries and Benefits provides the latest employee information contained in the
Payroll/Personnel System database. It also provides a feature to establish projection accounting.

To Select This Option:

1. Type the Agency code at the Agency prompt and 1 at the Select prompt from the
CADI Selection Menu screen.

2. Press Enter. The Input Document Menu screen is displayed.

INPUT DOCUMENT MENU

DOCUMENT
CODE

1. PRO
2.5

DOCUMENT
TITLE

PROJECTIONS
SALARIES AND BENEFITS

ENTER DOCUMENT CODE

2

CLEAR=EXIT ENTER=SEND PF1=HAIN MENU PF3=REFRESH

Figure 26: Input Document Menu Screen

To Select the Salaries and Benefits Option:

1. Type 2 at the Enter Document Code prompt on the Input Document Menu screen.
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2. Press Enter. The Salaries and Benefits - Document Menu screen is displayed.

DOCUMENT
CODE

1. EHP
2. Enl

SALARIES AND BEMNEFITS - DOCUMENT MENU

DOCUMENT
TITLE

EMPLOYEE
EMPLOYEE ACCOUNTING INFORMATION

ENTER DOCUMENT CODE:

CLEAR = EXIT ENTER = SEND PF1 =

MAIN MENU PF2 =

PRIOR MENU

PF3 = REFRESH

Figure 27: Salaries and Benefits - Document Menu Screen

Below is a brief description of each option. Detailed instructions are provided in the following

pages under the heading for each option:

Document Code and Title

Description/Instruction

EMP - Employee

View the latest information contained in the Payroll/Personnel
database.

EAI - Employee
Accounting Information

Change or add employee accounting information to be used for the
unpaid pay periods in the Projection Report. Also, new employees can
be located by organization by entering all 9s (i.e., 9999).

This section includes the following topics:

Employee.................

Employee Accounting Information

Employee

Employee is Option 1 on the Salaries and Benefits Document Menu screen. This option is used
to view the latest employee information contained in the Payroll/Personnel System database.
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To Select This Option:

1. Type 1l or EMP atthe Enter Document Code prompt and press Enter.

2. Type the applicable number at the Organization Code prompt on the Salaries and
Benefits - Document Menu screen.

3. Press Enter. The Employee screen is displayed.

EMPLOYEE STATUS:
ACCTG CODE:
LAST FIRST MI SOCIAL SECURITY NUMEER
ANNUAL LEAVE BALANCE: COHMP LEAVE BALANCE:
PAY PLAN: __ SERIES: GRADE/STEP: _  _
BASE CONTRACT SALARY: EMPLOYMENT CEILING: N (¥ OR N}
PAY DIFFERENTIAL: N (Y OR N) HOURS PER PAY PERIOD:
TYPE OF EMPLOYMENT: (SELECT ONE: X) FULL TIME PART TIME INTERMITTENT

RETIREHMENT COVERAGE CODE: (SELECT ONE: X} FERS _ CSR _ TEWMP _ STUDENT AID _
COMPRESSED WORK SCHEDULE: N {Y¥-N)
S M T H TH F S S M T H TH F S

ENTER=INQUIRY PF1=HAIN MENU PF3=REFRESH PF&=CHANGE
CLEAR=EXIT PF2=PRIOR MEMU

Figure 28: Employee Screen

4. Complete the fields as follows:

Field Description/Instruction
Status: Generated by system.
Acctg Code: Generated by system from the stored accounting in the pay period

database. Query employee information by name or SSN. An entry of
only a part of a name will display a list of employees meeting that
criteria. Place an X next to the name and press Enter.

Last Type all or part of the last name.
First Generated by system.
Mi Generated by system.

Social Security Number | Type the employees's SSN without spaces or dashes if using this field
as a search criteria.

Annual Leave Balance: Generated by system.

Comp Leave Balance: Generated by system.
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Field Description/Instruction
Pay Plan: Generated by system.
Series: Generated by system.
Grade/Step: Generated by system.

Base Contract Salary:

Generated by system.

Employment Ceiling :

Generated by system (¥ for ceiling employees or N for another plan).

Pay Differential:

Generated by system (N for no pay differential or ¥ for 8%
differential).

Hours Per Pay Period:

Generated by system.

Type of Employment:

Type X nextto Full Time for 80 hours or an X next to Part Time
or Intermittent for 32-79 hours.

Retirement Coverage
Code:

Type X next to the applicable retirement program.

Compressed Work
Schedule:

Type Y and enter hours for compressed work schedule, if applicable.
The system defaults to N indicating there is no compressed work
schedule. This is the only field that can be changed and impacts the
last pay period of the year.

A list of employees with the specified organization is displayed.

ORG: DATE
EMPLOYEE MAME :
I LAST FIRST MIDDLE I LAST FIRET MIDDLE
HO MORE NAMES MATCH REQUEST. ENTER X NEXNT TO DESIRED HAME.
TYPE AN X OPPOEITE THE MAME YOU WANT, THEN PRESS ENTER EKEY. PFZ-PRICR MEND

Figure 29: Employee Screen (list of employees)
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Employee Accounting Information

Employee Accounting Information is Option 2 on the Salaries and Benefits Document Menu
screen. This option is used to change or add employee’s accounting to reflect unpaid pay periods

in the Projections Report.

Note: After initial entry, the accounting is stored for future years.

Note: The accounting established in this module will not affect the Payroll/Personnel System but will
impact the unpaid pay periods in the Projections Report.

To Select This Option:

1. Type 2 or EAT at the Enter Document Code prompt on the Salaries and Benefits

Document Menu screen.

2. Press Enter. The Enter Organization and Enter Last Name prompts are displayed.

ENTER DOCUMENT CODE: EAI

ENTER REQUIRED INFO
CLEAR = EXIT

SALARIES AND BENEFITS - DOCUMENT MENU

DOCUMENT DOCUMENT
CODE TITLE
1. EHP EMPLOYEE
2. Enl EMPLOYEE ACCOUNTING INFORMATION

ENTER = SEND PF1 = MAIN MENU PF2 = PRIOR MENU PF3 = REFRESH

ENTER ORGANIZATION
ENTER LAST NAME

Figure 30: Salaries and Benefits Document Menu Screen

3. To establish accounting for new employees who do not have accounting established in
Projections and Salaries and Benefits, complete the fields as follows:

Field Instruction

Enter Organization

Type 9s in all positions of your Agency organization. All Agency
employees who are not assigned Agency accounting will be displayed.
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Field Instruction

Enter Last Name Type the complete or any part of the last name. If a part of the name is
entered, a selection screen with a list of employees is displayed (e.qg., if
W is entered, then names beginning with W, X, ¥, and Z are
displayed). Press Enter. Place an X next to the name for which the
accounting is being established. Press Enter. The Employee
accounting information screen is displayed. It will reflect the employee’s
name, SSN, and accounting information populated with all 9s. Type X

next to the accounting classification line. Type the accounting to be
stored. Press PF6.

ORG: DATE
EMPLOYEE MAME:
I LAST FIRET MIDDLE I LAST FIRET MIDDLE
NO MORE NAMEE MATCH REQUEST. ENTER X MEXT TO DESIRED KAME.
TYPE AN X OPPOEITE THE MAME YOU WANT, THEN PREES ENTER EEY. PF2-PRIOR MEHNU

Figure 31: Employee Screen (List of Employees)
4. Press F2 to return to the Salaries and Benefits Document Menu screen.

5. Repeat the above process until all employees have accounting stored.

Note: If the message states that there are no records found on the database, this indicates that all
employees have accounting stored in the Salaries and Benefits module.

The following options are available:

Step Description

Change the accounting Type the organization and last name.

If the complete name is entered, the Employee Accounting Information
screen is displayed.

If part of a name is entered, the selection screen is displayed. Select a
name by placing an X next to the name and press Enter. Type X and
the new accounting data; press PF6.
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Step Description

Change the accounting Type the organization and last name.

If the complete name is entered, the Employee Accounting Information
screen is displayed.

If part of a name is entered, the selection screen is displayed. Select a
name by placing an X next to the name and press Enter. Type X and
the new accounting data; press PF6.

Review a list of employees | Type the Organization code and A in the Last Name field. Press
by organization Enter.

A list of employees who have accounting stored with the specified
organization is displayed. The Projections Report will also reflect these
employees.

Note: The accounting entered on this screen for unpaid pay periods will not impact the accounting for
actuals (transmitted Time and Attendance (T&A) Report).
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Projections Reports

Note: Only Agencies using Projections and Salaries and Benefits will have access to these reports.

The Reports option is used to produce reports available in Projections and Salaries and Benefits
features. This option provides a menu of report options which provides a 12-month projection of
salaries and benefits, updated tables of projection documents, and manager’s projections reports
(status of funds).

To Select This Option:

1. Type the Agency code at the Agency prompt and 2 at theSelect prompt from the CADI
Selection Menu screen.

2. Press Enter. The Funds Control System - Report Menu screen is displayed.

FUNDS COMTROL SYSTEM — REPORT MENU
REFORT REFORT
CODE TITLE

REC RECONCILIATION

ODCH  TRAMSACTIONS WITH MO DCH
RMG DCH®'3 MOT IM RAMGE TOLERAMCE
HET DCH HISTORY

ACT  ACTIVE [(UMMATCHED]

TRN TRAMSACTION HISTORY

sF STATUS OF FUNDS REFORTS
TVWD TRAVEL DETAIL

TVWS TRAVEL SUMHARY

.TRA TRAIMNIHNG

.PRO PROJECTIONS

.5B SALARIES AND BEMNEFITS
.PRC FPROCUREMENMT REFPORTS

.AKD  AWARDS

W0~ @ s R

@

ST

EMTER REFPORT CODE 11

CLEAR=EXIT ENTER=SEHND FF1=MAIN MEMU FFS=REFRESH

Figure 32: Funds Control System - Report Menu Screen

3. Type 11 or PRO at the Enter Report Code prompt on the Funds Control System -
Report Menu screen.

4. Press Enter. The Funds Control System - Projections screen is displayed.
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Note: Options 1 through 10 and 13 through 14 are not available on the Funds Control System - Report

Menu.

FUNDS CONTROL S¥STEHM - PROJECTIONS
REFPORT REFORT
CODE TITLE
1. SBP SALARIES AND BEHNEFITS
2. AR ACTIVITY REPORTS
3. 55 AGENCY MANAGERS PROJECTION
4. SA APPROPRIATION MANAGERS PROJECTION
5. 5D ORGANIZATION MAMNAGERS PROJECTION
6. SA0 AGENCY MANAGERS PROJECTION BY OBJECT CLASS
ENTER REPORT CODE
CLEAR=EXIT ENTER=SEND PF1=HAIN HMENU PF2=PRIOR HMENU PF3=REFRESH

Figure 33: Funds Control System - Projections Screen

The report options available on the Funds Control System - Projections screen are listed below

with a brief description:

Report Code and Report
Title

Description/Instruction

1. SBP - Salaries and
Benefits

Forecasts salaries and benefits for the current fiscal year.

2. AR - Activity Reports

Provides various tables of projection documents that are still active.

3. SS - Agency Managers
Projection

Provides an Agency-wide status of funds report which incorporates
CAS, pending Funds Control, and projection data.

4. SA - Appropriation
Managers Projection

Provides a status of funds report by appropriation which incorporates
CAS, pending Funds Control, and projection data.

5. SD - Organization
Managers Projection

Provides a status of funds report by organization which incorporates
CAS, pending Funds Control, and projection data.

6. SAO - Agency
Managers Projection by
Object Class

Provides a status of funds report which incorporates CAS, pending
Funds Control, and projection data.

Enter Report Code

Enter the report code number or name and press Enter.
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This section includes the following topics:

Salaries and BENEFItS ........ocoiiiiiiiiii 53
Projections by Organization/Employee
ACLIVity REPOITS ....oeviieiiiiiiiieee e
Agency Managers Projection ..................

Appropriation Managers ProjeCtion..........ccccceooiiiiiiiiiiie e
Organization Managers ProjeCtion...........c.ccoveviiieiiee i 68
Agency Managers Projection by Object Class..........cc.eivieiiiiiiiiiiiiiei e 70

Salaries and Benefits

Salaries and Benefits Projections is Option 1 on the Funds Control System - Projections screen.
This option generates a projection report combining employee information retrieved from the
Payroll/Personnel System database (actuals) and projection data (unpaid pay periods) entered
through the Projections and Salaries and Benefits module.

Note: This report is only available in print.

To Select This Option:

1. Type 1 or SBP at the Enter Report Code prompt on the Funds Control System -
Projections screen.

2. Press Enter. The Salaries and Benefits Reports screen is displayed.

SALARIES AND BENEFITS REPORTS
REPORT REPORT
CODE TITLE
1. PR PROJECTIONS BY ORGANIZATION .~ EMPLOYEE
2. PP PROJECTIONS HISTORY LIST
REPORT CODE:
ORG:
PROJ. HNO:

DET EMP ACTION: N

'¥'= SS5NO SEQUENCE
'"A'= NAME SEQUENCE
REMOTE 1ID:
ROUTE TO:
ENTER REPORT CODE AND ORG - ENTER PROJ HNO. FOR RE-RUN ONLY!
ENTER=SEND PF1=HAIN MENU PF2=FPREV MENU PF3=REFRESH CLEAR=EXIT

Figure 34: Salaries and Benefits Reports Screen
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The options on the Salaries and Benefits Reports menu are listed below.

Report Code and Report |Description
Title Fields

1. PR - Projections by Incorporates projection data (unpaid pay periods) with employee
Organization / Employee | payroll/personnel data (actuals) to provide a 12-month payroll forecast.
Projections will be held in history for 6 months. Prior year projections
can only be executed during October.

2. PP - Projections Unavailable
History List

Projections by Organization/Employee

Projections by Organization / Employee is Option 1 on the Salaries and Benefits Reports screen.
This option is used to incorporate projection data (unpaid pay periods) with employee
payroll/personnel data (actuals) to provide an annual (12-month) payroll forecast.

Note: This report is only available in print.

This option provides a current year payroll forecast by employee and pay period. It incorporates
user input projection data with data established on the Payroll/Personnel System database. The
report data is then used in producing the four Managers Projection Reports (status of funds)
which provide a final fund status.

Note: Prior year projections can only be executed during October.
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To have the most accurate Managers Projection Reports, it is recommended a new projection
report be executed after each pay period.

CA325PDH OFFICE OF THE CHIEF FINANCIAL OFFICER
SALARIES AND BENEFITS REPORTS
REPORT REPORT
CODE TITLE
1. PR PROJECTIONS BY ORGANIZATION .~ EMPLOYEE
2. PP PROJECTIONS HISTORY LIST
REPORT CODE:
ORG:
PROJ. NO:

DET EHMP ACTION:

'¥'= SSNO SEQUENCE
‘A'= NAME SEQUENCE
REMOTE 1ID:
ROUTE TO:
ENTEE REPORT CODE AND ORG - ENMTER PEOJ NO. FOR RE-RUN DOHLY!
ENTER=SEND PF1=MAIN MENU PF2=PREY MENU PF3=REFRESH CLEAR=EXIT
Figure 35: Projections by Organization / Employee Screen
To Select This Option:
1. Complete the fields as follows:
Field Instruction
Report Code: Type 1 or PR.
Org: Type the organization code.
Proj. No: Do not enter data in this field. A new project number is displayed in this
field. Press Enter.
Det Emp Action: If requesting a previously generated projection number, type ¥ for Det

Emp Action and complete the Remote ID and the Route To fields, prior
to pressing Enter.

Type one of the following:

Y - A report will be generated showing the employee details used to

calculate the projection, reflecting unpaid pay period accounting, and
recorded tour of duty in SSN sequence.

A - A report will be generated showing the employee details used to
calculate the projection, reflecting unpaid pay period accounting, and
recorded tour of duty in Name sequence.

The system defaults to N indicating no details will be displayed.
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If the Projection Number field is left blank, additional selection criteria fields are
displayed.

CA325PDH OFFICE OF THE CHIEF FINANCIAL OFFICER
SALARIES AND BENEFITS REPORTS

REPORT REPORT

CODE TITLE

1. PR PROJECTIONS BY ORGANIZATION .~ EMPLOYEE
2. PP PROJECTIONS HISTORY LIST

REPORT CODE: 001
ORG: 5317
PROJ. HO: 000

ACCT CODE:

SSHNO:

RATE INCREASE (EX: 02755 = 2.755%)
IN PERIOD: _

LAST POS OF YR:

DET EMHP ACTION: N
'¥'= SS5NO SEQUENCE
‘A'= NAHME SEQUENCE
REMARKS :
REHMOTE 1ID:
ROUTE TO:
ENTER REHOTE ID AND ANY OTHER REQUIRED IHNFORMATION
ENTER=SEND PF1=HAIN MENU PF2=PREV HMENU PF3=REFRESH CLEAR=EXIT

Figure 36: Projections by Organization / Employee Screen (with additional selection criteria
fields)

Complete the fields as follows:

Field Instruction

Acct Code: Type the fiscal year or the accounting code for a specific accounting
code projection. Only active employees (not separated) are reflected
when an accounting code is requested.

SSNO: This field is not used.

Rate Increase Type the percentage increase. This increase is only applicable to
salaries not benefits. Cost-of-living increase is automatically calculated
in the projection for individuals once it is in the Payroll/Personnel
System database. If a decimal is not entered, it will be system
generated.

In Period: Type the pay period in which the rate increase is effective. The
increase will be projected out for subsequent unpaid pay periods.

Last Pos of Year: Type the year.
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Field

Instruction

Det Emp Action:

Type one of the following:

Y - A report is generated showing the employee details used to

calculate the projection, reflecting unpaid pay period accounting, and
recorded tour of duty in SSN sequence.

A - A report is generated showing the employee details used to

calculate the projection, reflecting unpaid pay period accounting, and
recorded tour of duty in Name sequence.

The system defaults to N indicating no details will be displayed.

Remarks: Type the description of the projection. This will be displayed on the
Projection Output Report.

Remote ID: Type the remote printer number.

Route To: Type the data to identify who requested the report (e.g., name, bin

number). Press Enter.

Note: If this report is requested with detail employee action, the Salaries and Benefits Projection is
labeled Detail Employee Data and Activity Details Report.

Report Output

RLM DHETE
PROJECTION NUMBER ACTUAL BaY THRU PP XX
TESTING FOR TRAINING DETAIL PEYMENTS REPORT
DRGANIFATION FSCa)l YEAR X000
GRADE STAFF
EDLOYES STER box Dox  pEx  ppx PR B} PR 0 PR PR PR PR PR PR Pex  TOTAL YEARS

Figure 37: Detail Payments Report

Based on the selection criteria, the output report is displayed showing the following fields:

Field Description

Projection Number Projection number of the generated report is displayed.

Actual Pay Thru PP Pay period in which the actual (CAS) employee data is retrieved.
Organization Organization code of the requested report is displayed.

Fiscal Year Fiscal year of the requested report.

Employee Employee's name is displayed.

Grade/Step Employee’s grade/step is displayed.
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Field Description

Pay Periods Based on the Actual Pay Thru PP number. All pay periods after that
pay period would be projected figures.

Total Actual pay (CAS) amounts and the projected pay amounts for the entire
year's total information are displayed. This information will appear the
same on pages 1a, 1b, etc., of the projection report.

Staff Years Staff years for each employee based on yearly calculation is displayed.

Note: This information will appear the same on pages 1a, 1b,
etc., of the projection report.

An overall total for the organization is provided at the end of the report for each pay period: a
yearly total and yearly staff years.

Report Output

RILIN DATE:
PROJECTION NUMEER ACTUAL PAY THRU PP XX
DETAIL ERPLCYEE TARTA AR ACTINTTY DETAICE

ISR TEA R

DIATE DATFE TO0 CFI NG COMD BASE
EMPLCYEE HAMETITLE SENOQ ORDERED END ACT RET TYP  ACCOUNTING PLANETEP SERIES HRS IND ACTN STATUS SALARY
SOURIE

Figure 38: Detail Employee Data and Activity Details Report

If the Detail Employee Action was selected, the following detail employee data and activity
details will be provided as backup to the projection report:

Field Description

Projection Number Projection number of the generated report is displayed.

Actual Pay Thru PP Pay period in which the actual (CAS) employee data is retrieved.

Employee Name/Title Employee's name and title are displayed.

SSNO Employee's SSN is displayed.

Date Ordered Effective date for projection action entered into Salaries and Benefits is
displayed.

Date End Date of the present grade in the Payroll/Personnel System is displayed.
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Field Description

Act (Activity Code) Valid activity codes listed below are displayed.

00 Emp Record from Projection
01 New Hire (Known)

02 New Hire (Anticipated)

03 Settlement

04 Overtime

05 Adjustment

06 Termination

07 Promotion

08 Position/Title

09 LWOP

10 WG

11 Not Used

12 Awards

13 Projected Adjustments for O/C
Other than Sal/Benf

14 New Hire (Unknown)

15 Bodies on Board

16 Staff Years Allocation

RET Valid codes listed below are displayed.

1 CSRS
2 FERS
3 OFFSET

TYP (Type of Valid types of employment listed below are displayed.

Employment) 1 Full time

2 Part time
3 Intermittent
4 Fee Basis/Piece Work

Accounting Accounting maintained in projections and salaries and benefits for
unpaid pay periods is displayed. Split accounting will also be reflected if
in use.

Plan/Step Employee's pay plan/step is displayed.

Series Employee's series is displayed.

Tod Hrs Total hours per pay period.

Ceiling Ind Ceiling indicator is displayed.

Actn (Employee Action Valid employee action codes listed below are displayed.

Codes) 1 Accession A Active
2 Official C Change
3 Separation D Deleted
4 Unofficial R Reopened
5 Updating

Comp Status Compensatory (comp) status is displayed.
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Field Description
Base Salary Base salary is displayed.
Source (Source of Valid source of records listed below are displayed.
Record) ACT Projection Input
EMP Payroll/Personnel database
Activity Reports

Activity Reports is Option 2 on the Funds Control System - Projections screen.

This option allows projection input to be reviewed prior to executing the Salaries and Benefits
Projection Report. If an action on this report should not be included as part of the projection
calculation, delete the activity record from the Projection Input Document screens. There are
15 reports available which provide the current status of entries made through the Projections
Input Document screen.

Note: Deleted records are removed from the Salaries and Benefits area on a weekly basis.

Note: Reports can only be viewed online.

To Select This Option:

1.

Type 2 or AR at the Enter Report Code prompt on the Funds Control System -
Projections screen.

Press Enter. The Org field is displayed.

Type the organization code.
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4. Press Enter. The Funds Control System - Projections Activity Report screen is displayed.

FUNDS CONTROL SYSTEM - PROJECTIONS

REFORT ACTIVITY REPORT

CODE DESCRIPTION ENTER REPORT CODE
1. NK NEHW HIRES (KNOHWH)
2. Ha NEW HIRES (ANTICIPATED)
3. HU NEW HIRES (UNKNOHN}
4. SET SETTLEMENTS
5. OVR OVERTIME
6. ASP ADJUSTHMENTS FOR SPECIAL PROJECTS
7. SEP SEPARATIONS
8. PRO PROMOTIONS
9. POS POSITION TITLE
1@ .HOP LEAVE WITHOUT PAY
11.HGI HGI
12 .AHR AMARDS
13.A0C ADJUSTMENTS FOR OBJECT CLASS
14 .BOB BODIES ON BOARD
15.5¥A STAFF YEARS ALLOCATION
PRINT: N ({Y¥/N) REMOTE ID ROUTE TO
CLEAR=EXIT PF1=MAIN MEMU PF2=PREV MENU ENTER=SEND

Figure 39: Funds Control System - Projections Activity Report Screen

The following report options are available:

Report Code and
Description Field

Description

1. NK - New Hires
(Known)

Reflects projected new hires that have been identified by name but not
yet processed through the Payroll/Personnel System.

2. NA - New Hires
(Anticipated)

Reflects projected job vacancies that have not been announced but are
going to be announced.

3. NU - New Hires
(Unknown)

Reflects projected job vacancies that have been announced but an
individual has not been identified by name.

4. SET - Settlements

Reflects projected cash settlements for employees established on the
Payroll/Personnel System database.

5. OVR - Overtime

Reflects projected overtime for employees established on the
Payroll/Personnel System database.

6. ASP - Adjustments for
Special Projects

Reflects special project information by object class to be included in the
Managers Projection Report.

7. SEP - Separations

Reflects projected separation information for employees established on
the Payroll/Personnel System database.

8. PRO - Promotions

Reflects projected promotion information for employees established on
the Payroll/Personnel System database.
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Report Code and Description
Description Field

9. POS - Position Title Reflects employee’s position title.

10. WOP - Leave Without | Reflects projected leave without pay status for employees established
Pay on the Payroll/Personnel System database.

11. WGI - WG Reflects delay in the projected WGI date for employees established on
the Payroll/Personnel System database.

12. AWR - Awards Reflects projected awards that have not been processed by CAS.

13. AOC - Adjustments Reflects dollar amounts for travel, training, or all other object classes to

for Object Class be included in the Managers Projection Report.

14. BOB - Bodies on Reflects number of employees and staff years.

Board

15. SYA - Staff Years Reflects actual time worked by an employee to make up a 2,087-hour
Allocation staff year.

To Select an Activity Report:

1. Complete the fields.

Field Description/Instruction

Enter Report Code Type the report code.

Print Defaults to N (no).

Remote ID Type the remote printer number.

Route To Typebth;e data to identify who requested the report (e.g., name, bin
number).

2. Press Enter. The report selected will be displayed.

Agency Managers Projection

Agency Managers Projection is Option 3 on the Funds Control System - Projections screen. This
option provides an Agency-wide (Headquarters-level) status of funds report with subreports
generated for Agency Totals, Salary and Benefits, Travel, Training, and All Other object classes.
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It combines CAS data, pending Funds Control obligation/commitments, and projection data and
compares with FY Plan dollars to provide the balance available.

Note: Report 1 Salaries and Benefits Projection Report must be executed prior to this report.

Note: This report is only available in print.

To Select This Option:

1. Type 3 or SS at the Enter Report Code prompt on the Funds Control System -
Projections screen.

2. Press Enter. The Agency Managers Projection Summary screen is displayed.

AGENCY MANAGERS PROJECTION SUMMARY
ORG PROJECTION ORG PROJECTION ORG PROJECTION
CODE NO. CODE NO. CODE NO.

FISCAL YEAR:
ANNUAL PLAN: ¥

PRINT: ¥
REMOTE ID:
ROUTE TO:
ENTER ORGANIZATION CODES AND PROJECTION NUMBERS FOR THE REPORT
CLEAR=EXIT PF1=MAIN MENU PF2=PRIOR MENU PF3=REFRESH ENTER=SEND
Figure 40: Agency Managers Projection Summary Screen
3. Complete the fields as follows:
Field Description/Instruction
Org Code Type the organization number.
Projection No. Type the last valid projection number. Repeat until organizations are

displayed. If this field is left blank, only the amounts entered by the
document control number (DCN) will appear in the Managers Projection

column.
Fiscal Year: Type the year of the projection.
Annual Plan: Defaults to Y.
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Field Description/Instruction

Print: Defaults to Y.

Remote ID : Type the remote printer number.

Route To: Typebth()a data to identify who requested the report (e.g., name, bin
number).

4. Press Enter. A message indicating that the print job has been submitted is displayed at the
bottom of the screen.

Report Output

FILIN DATE: AGENCY MANAGERS PROJECTION
FISCAL YEAR, X000
FISCAL TOTAL BALAMCE
VEAR TOMULETIVE W TIRFENT  WENAGERS TPEWANACERS WEMAGERS
A ATIONE - D

Figure 41: Agency Managers Projection Report

There are five individual reports generated with each request. Each summary report contains the
same informational breakdown. Calculations are based on a summary of all appropriations. The

four subreports (Salary and Benefits, Travel, Training, and All Other) are used to determine the

Agency-Wide Summary report. The output report is displayed showing the following fields:

Field Description

Organization Each accounting code and description of the Department, office,
region, special operations, or program assigned are displayed.

Fiscal Year Plan Annual plan amount is displayed.

Cumulative Obligations Actual CAS obligations are displayed.

% Current FY Percent of PLAN dollars obligated is displayed.

Managers Projection Data from the Projection Report, unpaid pay periods, pending Funds
Control commitments and obligations, and object class/special projects
adjustment information is displayed.

Total CAS/Managers Total of the Cumulative Obligation and Managers Projection is
Projection displayed.
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Field

Description

Balance Managers
Projection

Balance of funds remaining: PLAN minus Total CAS/Managers
Projection is displayed. Also, the difference between PLAN and Total
CAS/Managers Projection are provided in the Subtotal and Total fields
for each organizational level to include all appropriations.

Appropriation Managers Projection

Appropriation Managers Projection report is Option 4 on the Funds Control System - Projections
screen. This option provides a status of funds report by accounting code for Appropriation
Totals, Salary and Benefits, Travel, Training and All Other object classes. It combines CAS data,
pending Funds Control obligations/commitments, and projection data and compares with FY

Plan dollars to provide the balance available.

Note: Report 1 Salaries and Benefits Projection Report must be executed prior to this report.

Note: This report is only available in print.

To Select This Option:

1. Type 4 or SA at the Enter Report Code prompt on the Funds Control System -
Projections screen.
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2. Press Enter. The Appropriation Managers Projection screen is displayed.

APPROPRIATION MANAGERS PROJECTION
ORG PROJECTION ORG PROJECTION ORG PROJECTION
CODE NO . CODE NO. CODE NO.

FISCAL YEAR:
ANNUAL PLAN: ¥
PRINT: Y
REMOTE 1ID:
ROUTE TO:
ENTER ORGANIZATION CODES AND PROJECTION NUMEERS FOR THE REFORT

CLEAR=EXIT PF1=MAIN MENU PF2=PRIOR MENU PF3=REFRESH ENTER=SEND

Figure 42: Appropriation Managers Projection Screen

3. Complete the fields as follows:

Field Description/Instruction
Org Code Type the organization number. Multiple Orgs can be requested.
Projection No. Type the last valid projection number. If left blank, only the amounts

entered by DCN will appear in the Managers Projection column.

Fiscal Year: Type the year of the projection.

Annual Plan: Defaults to Y (yes).

Print: Defaults to Y (yes) to remote print.

Remote ID: Type the remote printer number.

Route To : Type the data to identify who requested the report (e.g., name, bin

number, etc.).

4. Press Enter. The message indicating that the print job has been submitted is displayed at
the bottom of the screen.
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Report Output

There are five individual reports generated with each request. Each summary report contains the
same informational breakdown. Calculations are based on all appropriations. The four subreports
(Salary and Benefits, Travel, Training, and All Other) are used to arrive at the Agency-Wide
Appropriation Total report.

RN DATE ACENCY MANAGERS PROJECTION

OTAL
TEAR CIROLATIVE e CORRENT  WANAGERS CASWANACERS WERAGERS |

Figure 43: Agency Managers Projection Report

The output report is displayed showing the following fields:

Field Description

Organization Accounting code and description of the Department, office, region,
special operations, or program is displayed.

Fiscal Year Plan Annual plan amount is displayed.

Cumulative Obligations Actual CAS obligations are displayed.

% Current FY Percent of PLAN dollars obligated is displayed.

Managers Projection Data from the Projection Report, Funds Control pending commitments
and obligations, salary and benefits adjustment input, and unpaid pay
periods is displayed.

Total CAS/Managers Total of Cumulative Obligations and Managers Projection is displayed.
Projection

Balance Managers Balance of funds available is displayed: PLAN minus Total

Projection CAS/Managers Projection. Also, the difference between PLAN and

Total CAS/Managers Projection are provided in the Subtotal and Total
fields for each appropriation to include all Orgs.
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Organization Managers Projection

Organization Managers Projection report is Option 5 on the Funds Control System - Projections
screen. This option provides a status of funds report by accounting code for an individual
organization. It also combines CAS data, pending Funds Control obligations/commitments, and
projection data and compares to FY PLAN dollars to provide the balance available.

Note: Report 1, Salaries and Benefits Projection Report must be executed prior to this report.

Note: This report is only available in print.

To Select This Option:

1. Type 5 or SD at the Enter Report Code prompt on the Funds Control System -
Projections screen.

FUNDS CONTROL SYSTEM - PROJECTIONS

REFORT REFORT
CODE TITLE
1. SBP SALARIES AND BENEFITS ORG:
2. AR ACTIVITY REPORTS PROJ. NO.: _
3. 55 AGENCY MANAGERS PROJECTION
4. SA APPROPRIATION MANAGERS PROJECTION
5. sD ORGANIZATION MANAGERS PROJECTION
6. SA0 AGENCY MAMAGERS PROJECTION BY DBJECT CLASS FY:

ANNUAL PLAN: ¥
ENTER REPORT CODE 5D PRINT: ¥
REMOTE 1ID:
ROUTE TO:
PLEASE ENTER THE REMOTE ID {LOCAL IS FOR USDA-NFC)
CLEAR=EXIT ENTER=SEND PF1=MAIN MENU PF2=PRIOR MEMU PF3=REFRESH

Figure 44: Funds Control System - Projections (Organization Managers Projection) Screen

2. Complete the fields as follows:

Field Description/Instruction

ORG: Type the organization code.

Proj. No.: Do not enter data in this field. A new project number is displayed in this
field. Press Enter.
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Field Description/Instruction

FY: Type the year of the projection.

Annual Plan: Defaults to Y (yes).

Print: Defaults to Y (yes) to remote print.
Remote ID: Type the remote printer number.
Route To: Type the data to identify who requested the report (e.g., name, bin

number).

3. Press Enter. The Organization Managers Projection screen is displayed.

RN DATE ORGANIZATION MANAGER'S PROVECTION
AGENCY TOTAL FISCAL YEAR 0000
Elooal JOTA Bal ABICE
YEAR CUMULETIVE 3% CURRENT MAMAGERT CASMANACERS MAMAGERS
CRGANIZATION £ AN CELIGATIONS FY__ PROJECTION PROUECTION PROJECTION
Report Output

There are five individual reports generated with each request. Each summary report contains the
same informational breakdown. Calculations are based on all appropriations. The four subreports
(Salary and Benefits, Travel, Training, and All Other) are used to determine the
Organization-Wide Summary report.

The output report is displayed showing the following fields:

Field Description

Organization

Accounting code and description of the Department, office, region,
special operations, or program assigned are displayed.

Fiscal Year Plan

Annual plan is displayed.

Cumulative Obligations

Actual CAS obligations are displayed.
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Field Description
% Current FY Percent of PLAN dollars obligated is displayed.
Managers Projection Data from the Projection report, Funds Control pending commitments

and obligations, unpaid pay periods, and salaries and benefits
adjustment input is displayed.

Total CAS/Managers Total of Cumulative Obligations and Managers Projection are
Projection displayed.

Balance Managers Balance of funds available: PLAN minus Total CAS/Managers
Projection Projection is displayed. Also, the difference between the PLAN and

Total CAS/Managers Projection subtotals and totals are provided for
the organization to include all appropriations.

Note: A message indicating that the print job has been submitted is displayed at the bottom of the screen.

Agency Managers Projection by Object Class

Agency Managers Projection by Object Class is Option 6 on the Funds Control System -
Projection screen. This option is used to execute a status of funds report by budget object class
for each accounting code. It also combines CAS data, pending Funds Control
obligations/commitments, and projection data and compares to FY PLAN dollars to provide the
balance available.

Note: Report 1, Salaries and Benefits Projection Report must be executed prior to this report.

Note: This report is only available in print.

To Select This Option:

1. Type 6 or SAO at the Enter Report Code prompt on the Funds Control System -
Projections screen.
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2. Press Enter. The Agency Managers Projection by Object Class screen is displayed.

DATE : xowouo

ORG PROJECTION ORG PROJECTION ORG PROJECTION
CODE NO. CODE NO. CODE NO.

FISCAL YEAR:
ANNUAL PLAN: ¥

PRINT: ¥
REMOTE 1ID:
ROUTE TO:
ENTER ORGANIZATION CODES AND PROJECTION NUMBERS FOR THE REPORT
CLEAR=EXIT PF1=HAIN MENU PF2=PRIOR MENU PF3=REFRESH ENTER=SEND

Figure 45: Agency Managers Projection by Object Class Screen

3. Complete the fields as follows:

Field Description/Instruction
Org Code Type the organization code.
Projection No. Type the last valid projection number. If the projection number field is

left blank, only the amounts entered by DCN appear in the Managers
Projection column.

Fiscal Year: Type the year of the projection.

Annual Plan: Defaults to Y (yes).

Print: Defaults to Y (yes) to remote print.

Remote ID: Type the data to identify who requested the report (e.g., name, bin
number).

Route To: Typebth()a data to identify who requested the report (e.g., name, bin
number).

4. Press Enter. A message indicating that the print job has been submitted is displayed.
Report Output

There are five individual reports generated with each request. Each summary report contains the
same informational breakdown. Calculations are based on a summary of all appropriations. The
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four subreports (Salary and Benefits, Travel, Training, and All Other) are used to determine the
Summary report by object class. The output report is displayed showing the following fields:

FUNDATE. AGENCY MANAGERS PROJECTIONEY ORIECT CLASS
FISCAl YEAR 3000
FESCAL TOTAL BALANCE |
YEAR CUMULETIVE % CURRENT  MAMAGERS CASMANACER 5 MAMAGERS
CRGANIZATION DLAN CELIGATIONS FY__ PROJECTICN PROJECTION PROJECTION

Figure 46: Agency Managers Projection by Object Class Report

Field

Description/Instruction

Organization

Each accounting code and description of the Department, office, region,
special operations, or program assigned are displayed.

Fiscal Year Plan

Annual plan is displayed.

Cumulative Obligations

Actual CAS obligations are displayed.

% Current FY

Percent of PLAN dollars obligated is displayed.

Managers Projection

Data from the projection report, unpaid pay periods, pending Funds
Control commitments and obligations, and object class special projects
adjustment information is displayed.

Total CAS/Managers
Projection

Total of Cumulative Obligation and Managers Projection are displayed.

Balance Managers
Projection

Balance of funds available is displayed: PLAN minus Total
CAS/Managers Projection. Also, the difference between PLAN and
Total CAS/Managers Projection subtotals and totals are provided for
each organizational level to include all appropriations.
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Salaries and Benefits Reports

Note: Only Agencies using Projections and Salaries and Benefits will have access to these reports.

The Salaries and Benefits Reports is used to produce reports available in Projections and Salaries
and Benefit features. This option provides a menu of report options based on actual CAS
Payroll/Personnel data. These reports are available to view employee status and earnings by pay
period.

To Select This Option:

1. Type the Agencycode at the Agency prompt and 2 at the Select prompt from the
CADI Selection Menu screen.

2. Press Enter. The Funds Control System - Report Menu screen is displayed.

Note: Options 1 through 10 and 13 through 14 are not available on the Funds Control System - Report
Menu.

FUMDS COMTROL SYSTEM - REPORT MEHNU
REFORT REFORT
CoODE TITLE

REC FRECONCILIATION

ODCH  TRAMSACTIONS WITH MO DCH
RMG DOCH®'3 MOT IM RAMGE TOLERAMCE
HET DOCH HISTORY

ACT  ACTIVE [UMMATCHED]

TRN  TRAMSACTION HISTORY

sF STATUS OF FUNDS REFORTS
TVD TRAVEL DETAIL

TV¥S TRAVEL SUMHARY

1T8.TRA TRAINING

11.PRO  PROJECTIONS

12.56 SALARIES AMD BEMEFITS
13.PRC PROCUREMENWNT REPORTS
14.AHD  AWARDE

W00~ @ e 0 R

EMTER REFORT CODE 12

CLEAR=EXIT ENTER=SEHND FF1=MAIN MEMU FFS=REFRESH

Figure 47: Funds Control System - Report Menu Screen

3. Type 12 or SB at the Enter Report Code prompt on the Funds Control System -
Report Menu screen
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4. Press Enter.The Funds Control System - Salaries and Benefits screen is displayed.

FUNDS CONTEOL SYSTEM - SALARIES AND BEMEFITS

REPORT REFORT

CODE TITLE
1. ESR EMPLOYEE STATUS REFORT
2. EPF EARNINGS EY PAY PERIODD
3. EXE EMPLOYEE EXCEPTIONS
4. AR ACTIVE EMPLOYEES

ENTER REPORT CODE

CLEAR=EXIT ENTER =SEND PF1=HAIN HEHNU PF2=FPRIOR HEHNU PF3=REFRESH

Figure 48: Funds Control System - Salaries and Benefits Screen

The report options available on the Funds Control System - Salaries and Benefits screen are
listed below with a brief description of each:

Field Description

1. ESR - Employee Status | Provides earnings and total Government contributions by pay period for
Report an employee.

2. EPP - Earnings by Pay | Provides earnings for each employee for each accounting code by pay

Period period and object class.
3. EXR - Employee Unavailable.
Exceptions

4. AR - Active Employees | Provides a complete list of employees on the Payroll/Personnel System
database.

Note: These report options can only be viewed online.

This section includes the following topics:

Employee Status Report
Earnings by Pay Period.......

ACHIVE EMPIOYEES ...ttt e e e e et e e e e e e et ee e e e e e e anees
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Employee Status Report

Employee Status Report is Option 1 on the Funds Control System - Salaries and Benefits screen.
This option provides a complete employee payroll status report by pay period showing earnings
and Government contribution totals processed through CAS. This report can be retrieved by org,
name, or SSN of employee within the specified organization.

To Select This Option:

1. Type 1 or ESR at the Enter Report Code prompt on the Funds Control System -
Salaries and Benefits screen.

FUNDS CONTROL SY¥STEM - SALARIES AND BENEFITS

REPORT REPORT
CODE TITLE
1. ESR EMPLOYEE STATUS REPORT ORG:
2. EPP EARNINGS BY PAaY PERIOD
3. EXE EMPLOYEE EXCEPTIONS
4., AR ACTIVE EMPLOYEES SSN:
FY:

EMPLOYEE NAME:
LAST:

FIRST:

HI:

ENTER REPORT CODE ESR PRINT: {¥/N) N

REMOTE 1ID:

ROUTE TO:

FOR CURSOR HOYEHMENT }

PF2=FPRIOR HMENU PF3=REFRESH

CLEAR=EXIT ENTER=SEND PF1=HAIN MENU

Figure 49: Funds Control System - Salaries and Benefits (Employee Status Report) Screen

2. Complete the fields as follows:

Field Description/Instruction

ORG: Type the organization code.

SSN: Type the SSN. Separated or transferred employees must be query by
SSN.

FY: Type the applicable fiscal year. If this field is left blank, the system

defaults to the current fiscal year.

Employee Name:

Not applicable.

Last:

Type all or part of the last name. If part of the last name is entered, an
employee list is displayed. Type X next to the name. Press Enter.
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Field Description/Instruction

First: Type the first name.

MiI: Type the middle initial. Press Enter.

Print: Defaults to Y (yes) to remote print.

Remote ID: Type the data to identify who requested the report (e.g., name, bin
number).

Route To: Typebth;a data to identify who requested the report (e.g., name, bin
number).

Note: There is no print capability for this report.

3. Press Enter. The Employee Status Report screen is displayed.

Note: Report Output - Based on the selection criteria, a two-page report is available displaying the totals
by pay period of earnings and Government contributions processed through the Payroll/Personnel System.

RUN DATE: EMPLOYEE STATUS REFCAT SAE
FIsaAl YEAR
554 LAST RAME FIRST
OFFICIAL CHANGE: EROMOTICN DATE
JUS) MATE
- REG MISC TOTAL TOTAL
BEO0 PR = REFTTS TEY BEREFITE Ty
TOTA)
) FAR=FY BF1 =fia14 MIFRL EE =050 MERI OF TmDi BT EFB=C0" FAT) BF11=FIGH SINFE

Figure 50: Employee Status Report (left side)

The output report is displayed showing the following fields:

Field Description

Fiscal Year Fiscal year.

SSN Employee's SSN.

Last Name Employee's last name.
First Employee's first name.
Int. Employee's middle initial.
Official Change System generated.
Promotion Date System generated.

WGI Date System generated
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Field Description

Pay Period Pay periods processed during the current fiscal year are displayed.

Hours Regular hours processed for each pay period is displayed.

Reg Pay Amount processed for object classes 1101-1149, 118X, and 13XX is
displayed.

Awards Amount processed for object classes 115X is displayed.

Misc Pay Amount processed for overtime and object classes 116X, 117X, and

119X is displayed.

Total Benefits

Total amount processed for benefits object class 12XX (the right side of
report provides the benefit breakdown.)

Total Pay Total amount processed for all previously mentioned categories is
displayed.
Total Total for all pay periods for each employee is displayed.

Note: F11 moves to the right side of the report.

RN DATE. EWPLCYEE STATUS REPORT
ASCAl YFAR
LAST MAME ARST INT.
DFRACIA] CHERCE EROMINTION DATE

MG NATE

Y RETIREMENT TOTAL

PERICD P LFE HEALTH HTS  THRIFT OTHER BENEFITS

TOTAl
{1 FAR=FHIT Efi=biA|N LFRI PEI=DRICH KIEM]) BFil=i FFT SINFE

Figure 51: Employee Status Report (right side)

The following fields are displayed:

Field Description/Instruction
Fiscal Year Fiscal year.

SSN Employee's SSN.

Last Name Employee's last name.
First Employee's first name.
Int. Employee's middle initial.
Official Change System generated.
Promotion Date System generated.
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Field Description/Instruction

WGI Date System generated.

Pay Period Pay periods (beginning with PP 20) which processed during the current
fiscal year are displayed.

Retirement Pay Amount processed for retirement is displayed.

Life Amount processed for life insurance is displayed.

Health Amount processed for health insurance is displayed.

Hits Amount processed for Hospital Insurance Tax is displayed.

Thrift Amount processed for the Thrift Savings Plan (Government portion) is
displayed.

Other Amounts processed for any category other than those listed above are
displayed.

Total Benefits Total amount for all benefits categories is displayed.

Earnings by Pay Period

Earnings by Pay Period is Option 2 on the Funds Control System - Salaries and Benefits screen.
This option provides a complete employee earnings report by account code for each pay period
and budget object class. This report can be retrieved by name or SSN of employees within the
specified organization.
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To Select This Option:

1. Type 2 or EPP at the Enter Report Code prompt on the Funds Control System -
Salaries and Benefits screen.

FUNDS CONTROL SY¥STEM - SALARIES AND BENEFITS
REPORT REPORT
CODE TITLE
1. ESR EHPLOYEE STATUS REPORT ORG :
2. EPF EARNINGS BY PAY PERIOD ACCT CODE
3. EXR EMPLOYEE EXCEPTIONS
4. AR ACTIVE EMPLOYEES S5N:
PP :
OBJECT CLASS:
EMPLOYEE NAME:
LAST:
FIRST:
MI:
TOTALS OHLY? (Y~/N) N
ENTER REPORT CODE EFP PRINT: (¥sN} N
REHMOTE 1ID:
ROUTE TO:
ENTER REQUIRED INFORMATION ( THE TAB KE¥S CAN BE USED FOR CURSOR MOVEMENT )
CLEAR=EXIT ENTER=SEND PF1=MAIN MENU PF2=PRIOR HENU PF3=REFRESH

Figure 52: Funds Control System - Salaries and Benefits (Earnings by Pay Period) Screen

2. Complete the fields as follows:

Field Description/Instruction
Org: Type organization code.
Acct Code: Type the accounting code. Only a single accounting code can be

queried and it must be a full accounting code; no wild card. If left blank,
all accounting codes will be displayed.

SSN: Type the SSN to retrieve the record of a single employee. Note:
Separated or transferred employees must be inquired by SSN.

PP: Type the single pay period for the Org. Single pay period data will not
be retrieved when the report request is for a single SSN.

Object Class: Type the object class. If this field is left blank, all of the applicable
payroll object classes will be retrieved.

Employee Name: Not applicable.

Last: Type all or part of the last name. If part of the last name is entered, an
employee list is displayed. Type X next to the name. Press Enter.

First: Type the first name.

Mil: Type the middle initial.
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Field

Description/Instruction

Totals Only? (Y/N)

Type Y, if a total is required for Org or Object Class. The system
defaults to N.

Print: Defaults to Y (yes) to remote print.

Remote ID: Type the data to identify who requested the report (e.g., name, bin
number).

Route To: Type the data to identify who requested the report (e.g., name, bin

number).

Note: There is not a print capability for this report.

3. Press Enter. The Earnings by Pay Period Report screen is displayed

Note: Report Output - Based on the selection criteria, a report is available displaying the total for each
account code, by object class, and pay period.

ORG

EARNINGS BY BAY PERICH

EMPLOYEE NHAME

SON

TYDE FRADH (Y RIFKIT

GRADESTER
BECRACTICN

ACCOUNTING O A

j=i=d = Hio s ORIFCT & Ass AT T

Figure 53: Earnings by Pay Period Report

The output report is displayed showing the following fields:

Field

Description/Instruction

ORG

System generated.

Earnings By Pay Period

System generated.

Employee Name

System generated.

SSN

System generated.

Type Employment

System generated.
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Field Description/Instruction

Grade/Step System generated.

Promotion System generated.

Accounting Class Accounting code that payroll was processed against for a pay period is
displayed.

PP Pay period covered is displayed.

PP-Proc Pay period processed is displayed.

Hours Hours processed on the T&A is displayed.

Object Class Salary and benefit object classes for payroll costs processed for each
individual are displayed.

Amount Total actual payroll amount processed for each object class is
displayed. Subtotals are provided at the accounting level and for each
pay period.

Active Employees

Active Employees is Option 4 on the Funds Control System - Salaries and Benefits screen. This
option provides a complete list of employees on the Payroll/Personnel System database.
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To Select This Option:

1. Type 4 or AR at the Enter Report Code prompt on the Funds Control System - Salaries
and Benefits Menu screen.

FUNDS CONTROL SY¥STEM - SALARIES AND BEMNEFITS
REFORT REFORT
CODE TITLE
1. ESR EHMPLOYEE STATUS REPORT ORG:
2. EPP EARNINGS BY PaAaY PERIOD ACCT CODE
3. EXR EMPLOYEE EXCEPTIONS
4. AR ACTIVE EHMPLOYEES SSH
REPORT SEQUENCE b4
{¥=NAME, S=55NO)
ENTER REPORT CODE AR PRINT: {Y/N} N
REMOTE 1ID:
ROUTE TO:
ENTER REQUIRED DATA {(ODRG CODE., OR DRG CODE AND EMPLOYEE ACCTG DR SSN)
CLEAR=EXIT ENTER=SEND PF1=HAIN MENU PF2=PRIOR HENU PF3=REFRESH

Figure 54: Funds Control System - Salaries and Benefits (Active Employees) Screen

2. Complete the fields as follows:

Field Instruction

ORG: Type the organization.

Acct Code Type the complete accounting code.

SSN Type the individual’'s SSN without spaces or dashes. Press Enter.

Note: There is not a print capability for this report.

3. Press Enter. The Active Employee Report screen is displayed.

ACTIVE FRIDI DiYEE BEDORT

ORG
ADCOUMTING CODE SoN LAST FIRST 1Al
| CIFAREWIT  DE|=-MAMMEN]| DEF=Dr: FAD  SFT=DRIGS LEM] EEA=RFFRFSH

Figure 55: Active Employee Report
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The output report is displayed showing the following fields:

Field Description/Instruction

Accounting Code Accounting code stored in the Payroll/Personnel System database for
the employee(s) is displayed.

SSN Employee’s SSN is displayed.

Last Employee’s last name is displayed

First Employee’s first name is displayed.

Mi Employee’s middle initial is displayed.
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Ad Hoc Inquiry
Ad Hoc Inquiry is Option 7 on the CADI Selection Menu screen. This option provides
month-end and weekly data for each master accounting record. Use of the Enter key produces
data that occurred during the last month's update. Use of the PF4 key produces data which
occurred as of the last weekly update.
To Select This Option:
1. Type the Agency code at the Agency prompt and 7 in the Select prompt.

2. Press Enter. The Budget Master Record Listing screen is displayed.

U.5. DEFARTHMENT OF AGRICULTURE
NATIOMAL FINANCE CENTER oo
BUDGET MASTER RECORD LISTING

AGENCY

APPROPRIATION. . -—=
ORGAMIZATION. .. -=
BRAMCH. o v v v v v -
PROJECT........ -=
REIME PROJECT.. -———=
OBEJECT CLASS... -———=

TOTALS OMLY? N
FRINT: M
REMOTE ID: -—-=-—---
ROUTE TO: ———-——————mm e

PF1=MAIN MEHU ENTER=SEND CLEAR=TERMINATE PF2=PRIOR MENU PF4=CURRENT WEEK

Figure 56: Budget Master Record Listing Screen
3. Press Enterto view data as of the last end-of-month update.

4. Press PF4 to view data as of the current-week update.

Note: This option can also be accessed through the CADI Selection Menu screen, Option 6, Agency
Specific Reports.
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